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EXCHANGES TOOLKIT
A Guide to:
Official Delegations – Outbound and Inbound

Student Exchanges – Outbound and Inbound  

Whether you're leading an exchange for the first time, or you're just looking to revamp your exchanges, this toolkit provides guidelines for how to arrange and lead a fun and productive exchange, both for Official Delegations or Student Exchanges, whether travel is outbound, or inbound. 

Exchanges are at the core of any sister city relationship, and one of the best ways to take part in citizen diplomacy while helping your own city. To make sure that the exchanges are mutually beneficial and fruitful, the criteria below help to give direction and guidance to the exchange. 

1. Theme/Purpose- An exchange theme or purpose provides a framework to allow both sides to focus on making the exchange relevant and useful to everyone involved. Suggested exchanges include: Education, Arts & Culture, Business and Trade, Sustainable Energy, Urban Planning, Professional Internships,  and Tourism. 

Projects - Ongoing or recently completed projects between you and your sister city are tangible focal points for an exchange. If there are ways that all delegates can participate in an ongoing project during the visit, the exchange will have stronger purpose and meaning for everyone.

Example: There is a sister school pen pal program occurring between you and your sister city. Visiting delegates can go to that school to volunteer or give presentations to the students.
2. Scheduling: To identify the best time for an exchange, coordinate with your sister city to make sure you are visiting at a time that is convenient for both sides. If traveling abroad to visit your sister city, be sure to give yourself enough time to prepare for any additional meetings, apply for passports, and obtain visas.

3. Preparation/Orientation: Thorough preparation and ongoing communication/orientation with your sister city and all delegates are key to the success of your exchanges. Start planning well in advance of your exchange, researching and establishing requirements for travel (costs, group or individual flights, insurance, passports or visas, immunizations, protocol, etc.).  To determine if there are international travel restrictions to your intended destination, www.travel.state.gov is a good resource for current information.

Planning for an Outbound or Inbound Delegation Visit
There are several things that need to be planned with your host sister city in preparation for the visit.  The following is a list of topics that need to be discussed in advance.

Delegates
Sister city relationships are open to the community and the choice to join a delegation should be open to the whole community. The best sister city delegations include both delegates who are focused on strengthening the relationship and delegates who are focused on the exchange theme. 

While many delegates may not have specific roles, the following delegation roles are important:

• Delegation Leader - Often the Mayor or Council member heads the delegation. 

• Delegation Coordinator - This person is the point of contact for planning the delegation trip.  They
   should know the itinerary well and act as a troubleshooter and a source of answers for all delegates
                 on the trip. 

• Interpreter - If needed, this person provides language support on the trip. This person should not be
   the delegation coordinator. 

Passports and Visas 

Every delegate must have a current, valid passport –not to expire within at least six months of the exchange date return – to travel internationally. (Passports may take up to four months to receive after a delegate’s application, so early application is advised.)  If your trip requires visas, make sure to coordinate with the host sister city to receive letters of invitation early in the preparation for the trip. Click here for Samples and templates for a suggested letter of invitation. Sister Cities International may also help with additional visa inquiries.

As an organization Sister Cities International is unable to process visas directly through the Department of State. However, there are several resources that Sister Cities International offers that can help answer questions and educate members on the process of obtaining visas for inbound and outbound travelers.

• Click here for the Online Outbound Visa Toolkit

• Click here for the Online Inbound Visa Toolkit

If you are planning an exchange to your sister city, please be aware that it is taking much longer than normal to renew or get a new passport.  Per the State Department website, you should plan on up to 18 weeks from the day an application is submitted to the day a new passport is received.

Protocol

Understanding the protocol in the countries you will be visiting is critical to the success of your exchange. In international politics, protocol is the etiquette of diplomacy and affairs of state. It may also refer to an international agreement that supplements or amends a treaty. A protocol is a rule which describes how an activity should be performed, especially in the field of diplomacy. Protocol is important- it not only covers the ceremonial rules that are followed during official functions and how to behave on these special occasions, but it also provides a set of established rules of courteousness that are to be respected in society. Click Here for information on key elements of protocol and etiquette that should be taken into consideration along with links to useful websites.  

Exchange Travel
You may decide to travel to the sister city together or separately. Regardless, consider identifying meeting points throughout the course of international travel to and from the sister city so that people can meet up if desired. In many cases, Sister Cities delegations travel together as a group, which helps to simplify and strengthen the planning and implementation process. You should check www.travel.state.gov to learn of any international travel restrictions to your intended destination, including any immunizations or prescription medications needed before and during travel.  Confirming with the host country’s embassy and/or consulate regarding local restrictions is advised.  

Develop a Local Itinerary
A well-planned, well-organized, and robust itinerary developed in conjunction with your sister city will allow your cities to strengthen relationships while accomplishing set goals for the trip.
Whether your host sister city is helping to arrange the itinerary, or you are doing it yourself, the following meetings and activities are important to keep in mind during a visit:

• Meeting with city leadership (mayor, deputy mayor, city council, etc.) 

• Theme/purpose related meetings (city departments, private companies, NGOs, schools, etc.)

• Cultural activities (local sights, museums, restaurants, performances, etc.) 

• Project activities (take part/perform site visits to current sister city projects)

• Official proclamations or MOU signings

• Gift exchanges (Gift exchange may take place at official signings, city leadership meetings, or

    anywhere you see fit.) 

• Meetings with Embassies or Consulates 

Student Exchanges
When organizing your own student exchange there are several things that you will need to have in place in addition to what you would have for an adult delegation visit:

Host Families
Work with your sister city to identify host families.  SCI strongly recommends background checks on all host families, both for inbound and outbound student exchanges.

Chaperones
You will need to identify chaperones to accompany the students.  The number of chaperones needed will be determined by the number of students on the exchange.

Group Travel
All of the students and the chaperones need to be on the same flights to your sister city.  This ensures that no one is left behind due to a missed connection, everyone goes through customs and immigration without any problems. 

Check your local government’s web for Visa requirements  

Click Here for important information and documents including samples of applications and delegate profile sheets, checklists, etc. that you will need.

Evaluation after an exchange
• Surveys and questionnaires that evaluate the exchange are a good way to measure the strength of
   the delegation exchange and to identify new areas of improvement. See Sample Evaluation Form below.

• Share your results and stories with Sister Cities International!

High School Homestay Exchanges (Semester or Year-long)
Some long-term student exchanges are organized and managed by a SCI partner organization such as American Cultural Exchange Services (ACES).  They will take care of identifying host families, visas, itineraries, and the overall organization of the exchange. 

Click Here for more information on semester or year-long High School Homestay Exchanges.  

To help you plan a successful exchange, here are some SAMPLES and LINKS to use as a guide: 

These samples and links should all go into one or more Samples folders in the Members Only Section under Toolkits and Templates

………………………………………………..

OFFICIAL DELEGATIONS  - OUBOUND AND INBOUND  - SAMPLE DOCUMENTS 

•
Timeline for planning
•
Sample Delegate Application/Profile Form
•
Adult Medical Form 
•
Travel Insurance
•
Host Family Spreadsheet 
•
Emergency Contact Form 
•
Sample Day-by-day Outbound Itinerary
•
Sample Day-by Day Inbound Itinerary
•
Protocol: Culture Crossing Guide. 

•
Countries and their Cultures: World Culture Encyclopedia.  

•
CIA World Factbook
•
Honor and Respect: The Official Guide to Names, Titles, & Forms of Address.   


Student Exchanges – Outbound and Inbound – Sample Documents
•
Timeline for planning
•
Sample Application
•
Copy of Passport

•
Youth Medical Release
•
Travel Insurance Link
•
Copy (Front and Back) of Student Insurance Card

•
Expected Conduct Agreement
•
Full and Unconditional Release
•
Sample Day-by-day Outbound itinerary
•
Sample Day-by-day Inbound Itinerary
